








Annexure – I

(TO BE SUBMITTED IN YOUR LETTER HEAD)

Place:
Date:

To

The Chairman & Managing Director
Kerala HVIC Foundation
ANERT, PMG – Law College Rd
Vikas Bhavan PO
Thiruvananthapuram – 695033

Sir,

Sub: Engagement of Company Secretary for Kerala HVIC Foundation

The undersigned having read and examined in detail all the documents in respect of
engagement of a Company Secretary in Kerala HVIC Foundation on retainership basis to
perform the duties and responsibilities of Company Secretary as defined in the Companies
Act, 2013 as amended from time to time, do hereby express the interest to perform the
duties and responsibilities as specified in the scope of work.

Details:

1. Name of the applicant

2. Address

3. Name, designation & address of

the person to whom all references

shall be made in case of applicant

is a Firm / LLP

4. Telephone (with STD code)

5. Mobile No. of the contact person

6. E-mail of the contact person

The Following documents are enclosed forming part of NIQ

a. Details of experience of Company Secretary in Form-I

b. Details of qualification and experience in Form – II.

c. Details of Commercial bid in Form-III

d. Any Other information sought in the scope of work.
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I/ We hereby declare that my/ our bid is made in good faith and the information contained
is true and correct to the best of my/ our knowledge and belief.

Thank you.

Yours faithfully

Signature:
Name:

Designation:
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FORM I

DETAILS OF EXPERIENCE

A. Details of major Companies in which the applicant Company Secretary is engaged in

providing secretarial services in the year 2024-25:

Sl.

No.
Name of the Company Nature of assignments

Category of Company

(Listed/ Public/PSU/

Private/Section-8)

Date:
Place: (Signature of theApplicant)

(seal)
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FORM II

DETAILS OF QUALIFICATION AND EXPERIENCE DETAILS OF
PROPRIETOR/PARTNERS

Sl.

No.
Name

Membership

Number and

Certificate of

Practice

Details of Qualifications

Years of

Experience in

Practice

Date:

Place: (Signature of Applicant)

(seal)
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FORM - III

COMMERCIAL BID

(To be submitted on the bidding firm’s letterhead)

Sub.: quotations for Engagement of Practising Company Secretary for statutory and
compliance support to M/s. Kerala HVIC Foundation – reg.

Ref.: Quotation Notice No.No: KHVIC/CS/1/2025

Professional Services

Sl.No ITEM Rate
GST Amount

1
Retainer fee for ongoing secretarial and

compliance services (annual basis)

2
Convening and documentation of

Board/General Meetings

3

Preparation and filing of Annual Return

(MGT-7A) and Financial Statements

(AOC-4) and any other statutory filings

4
Advisory support and periodic

compliance reporting

Grand Total

(Amount in Words)

* The Statutory charges to be paid in the MCA portal will be paid separately and need not be considered in
the fee being quoted

Special Cases / Recurring services

Sl.No ITEM Rate GST Amount

1
Director-related filings and declarations

(MBP-1, DIR-8, DIR-3 KYC) if any

2
Additional filings (appointment, change

of office, etc.) if any

3
Special resolutions, project-specific

filings

Grand Total

(Amount in Words)

* The payment for these special cases to be paid on actual occurrence in a year as per the
quoted rates

Date:
Place: (Signature of Applicant)

(seal)
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